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Decision Making Degree
Coordinates the transcription functions of the department/program. Solutions to software or
equipment problems are resolved in accordance with existing procedures, practices.
3.0
Education Degree
Grade 12. Medical Administrative Assistant diploma (Saskatoon Business College 1040 hours).
3.5
Experience Degree
Twenty-four (24) months previous experience as a Medical Transcriptionist to consolidate
knowledge and skills. Twelve (12) months on the job to develop coordination/administrative
skills and become familiar with department policies and procedures. 6.0
Independent Judgement Degree
Transcription work is performed according to standard practice. Uses judgement when
monitoring and assigning transcription duties and staffing issues.
3.5
Working Relationships Degree
Has regular contact with physicians requiring tact and discretion when discussing transcription
issues. Has contact with vendors regarding equipment problems and makes appropriate
recommendations to management. 30
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Impact of Action Degree
Misjudgementin prioritizationof reportsmayleadto a delayin service Ilnaccuratdranscription
may affectactivitiesbaseduponthosereports.
2.0
Leadership and/or Supervision Degree
Providesregulardirectionto transcriptionistsn the departmenby assigning/organizing/ork
andcheckingresults.
4.0
Physical Demands Degree
Regularphysicaleffort performingtranscriptionrequiringaccuratecoordinationof fine
movement.
2.0
Sensory Demands Degree
Regularsensonyeffort listeningto dictationwith periodsof competingmultiple sensory
demands.
2.5
Environment Degree

Occasionaéxposurgo minor conditionssuchasmultiple deadlinesandinterruptions.
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